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Gateway 

How To:

Annual Financial 

Report & 100R

2020 Newly Elected Auditor Training

Getting Started

➢Access:

▪ Email Gateway@sboa.in.gov

1.Name

2.Position Elected & Unit Name

3.1st Day of Term

4.Outgoing Officials Name

5.Outgoing Officials Email (If known)

6.Outgoing Officials last Day of Term
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Login

➢https://gateway.ifionline.org/default.aspx

Login continued…
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Forgot your Password?

➢ If you forgot your password, you 
can use the “Forgot your 
password?” link.  All you will 
need is your Username (email 
address) to reset it your self. 

➢Once you reset your password 
you will receive an email from 
ibrctech@iupui.edu with your 
new password. 

Getting Started
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Submission Due Dates

➢ 100R deadline: January 31st

▪ IC 5-11-13-1

➢Annual Financial Report deadline:  March 1st

(February 29th during a leap year)

▪ IC 5-11-1-4

➢ User Guide Link: 

https://gateway.ifionline.org/u

serguides/100Rguide

➢ File Upload Specifications: 

https://www.in.gov/sboa/files/

Gateway100R_Upload_Specs.

pdf

100R
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Select 100R Application100R

Select Unit and Year100R
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100R Main Menu100R

Unit Questions100R

➢ Enter the number of employees (full and part time) paid 
during the year.  

➢ Once the number of employees has been entered you will 
then click “Proceed”. 
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Getting Started100R

Upload Files100R
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Manually Employee Data Entry100R

Viewing or Uploading Nepotism 

and Contracting Policies100R

View a policy 
previously 
uploaded

Upload a 
policy
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Report Outputs100R

How to Submit the 100R100R

➢ To submit the 100R click the “Submit 100R” link at 

the bottom of the screen.
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How to Submit the 100R continued…100R

Review 100R 
Submission 

Screen.  Click 
“Proceed to 
Submit the 

100R”. 

How to Submit the 100R continued…

Then certify that the data contained is 

accurate and agrees with 

employment records by clicking 

“Submit This Report”

100R
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Annual Financial 

Report

➢ User Guide Link: 

https://gateway.ifionline.org/u

serguides/AFRguide

AFR

Select AFR ApplicationAFR
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Select Unit and YearAFR

AFR Main MenuAFR
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AFR Unit QuestionsAFR

➢Answer questions correctly as they will determine the 

information required to complete the annual report

➢Includes questions on:

− Federal Grants

− Financial Assistance to 

non-gov’t units

− Departments

− Enterprises

− Debt (including 

Leases)

− Capital Assets

− Accounting System Data 

file

− GAAP Statements

− Other Post Employment 

Benefits (OPEB)

− Interfund Transfers

− Internal Controls

Identify Enterprises AFR

➢ Operate like a business.  Examples include public 

transportation, convention centers, parking 

garages, airports, utilities, etc…
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DepartmentsAFR

Schedule of OfficialsAFR
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Core ReportingAFR

Financial Data by FundAFR

➢ Beginning Balance 

Investments – carried forward 

from the prior years ending 

Investment Balance

➢ Beginning Balance Cash –

carried forward from the prior 

years ending Cash Balance

• Receipts and Disbursements – to 

add or edit information click the 

“Add/Edit” button in blue

• Ending Balance Investments and 

Ending Balance Cash – amounts 

are calculated using beginning 

balance + receipts –

disbursements data
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Adding a Standard FundAFR

Adding a Custom FundAFR
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Capital AssetsAFR

➢ Beginning Balances as 

of 1/1/2020 is carried 

forward from prior 

ending balance

➢ All “Required” fields 

must have data entered, 

even if 0

➢ Ending Balance as of 

12/31/20 is calculated

➢ Make sure to “Save and

Recalculate” once data        

is entered

GrantsAFR

➢ Make sure to enter data in all “Required” fields

➢ Make sure to scroll all the way over to the right side, there are more 

“Required” fields
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Transfers ScheduleAFR

➢ To add a row, click “Add Row”

➢ To delete a row, click the red X

➢ To select a fund, select from the 

dropdown list

➢ Funds will only populate the 

dropdown list if the Financial 

Data by Fund section has been 

completed.

➢ Schedule should include all 

transfers

➢ Only note unusual or 

uncommon transfers in the 

comment box

➢ Make sure to “Save All Work”

DebtAFR

➢ Make sure to enter data in 

all “Required” fields

➢ Make sure to scroll all the 

way over to the right side, 

there are more “Required” 

fields

➢ Beginning Principal Balance 

as of 1/1/2020 is 

prepopulated with the prior 

ending balance form 

12/31/19

➢ Ending Principal Balances 

calculated using the 

beginning + additions -

reductions
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Leases

➢ Select “Add Row” to add a new lease

➢ Make sure to complete all “Required” 

fields

➢ To delete a row, click the red X

➢ Make sure to “Save All Work” 

prior to continuing on

AFR

Financial Assistance to Non-

Governmental EntitiesAFR

➢ Select “Add Row” to 

add a new entity

➢ Make sure to complete 

all “Required” fields

➢ To delete a row, click 

the red X

➢ Make sure to “Save All 

Work” prior to 

continuing on
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OPEB – Other Post Employment 

BenefitsAFR

➢ Click “Add a OPEB Plan” to add a new plan

OPEB – Other Post Employment 

Benefits continued…AFR

➢Complete plan 
information and 

“SAVE”
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PensionsAFR

➢ Select the pension plan 

that is offered

➢ Select if you offer other 

pension plans
▪ If “No” mark “This form 

is complete” and save 

this form

▪ If “Yes” add the other 

plan that is offered

➢ To complete this section, 

you must click the “This 

form is complete” box 

and “Save This Form”

Surety BondsAFR

➢ All required positions must 

be entered to complete 

this form
▪ If a green check mark is 

included in the “Status” 

column the requirement is 

fulfilled 

▪ If a red X is included in the 

“Status” column the 

requirement has not been 

fulfilled 

➢ You must check the “I 

have completed entries for 

all positions, and I am 

ready to submit this form.” 

to complete this section
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Surety Bonds continues…AFR

➢ If a position does not exist 

and is not bonded you will 

check both boxes

➢ “Save” the entry and it will be 

added to the completed status

System FunctionsAFR
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Upload ReportsAFR

➢ Uploads must consist of:

▪ Contact Info

▪ Beginning Balance

▪ Receipts

▪ Disbursements

➢ Optional Department 

upload depending on 

answer to 1st question

➢ Click “Next Step” – only 

appears when all required 

files have been uploaded

➢ Click “Post Files”

Report OutputsAFR

➢ Report outputs are included 

for all sections completed 

of the AFR

➢ You can download these in 

pdf or excel

➢ You can print the 

completed “Full Report”

➢ This is also where you print 

the report of advertising
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Submit Annual ReportAFR

➢ You will click “Submit Annual 

Report”; review submission 

errors or warnings (if 

applicable)

➢ “Proceed to Submit the 

Annual Report”

➢ “Submit This Report” 

➢ You will receive an email 

from no-reply-ibrc@iupui.edu

saying  “The annual report 

for (your unit) has been 

submitted on (date/time) by 

(username).”

Contact Information

➢Gateway Helpdesk for technical issues including 
access and lost password:
▪ Gateway@sboa.in.gov

➢Lori Rogers and Ricci Hofherr – Directors of Audit Services:
▪ Counties@sboa.in.gov
▪ (317) 232-2512
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